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COMVANDANT | NSTRUCTI ON 12910..1 lm SEB mo

Subj :

Ref :

Screening of Civilian Enployees in the Reserve Conponents

(a) Departrment of Defense Directive 1200.7, 6 Apr 84 (WOTAIL)

(b) Title 10, United States Code, Sections 269, 272, 652, 672-674,
685 and PQ05

(c) Executive Order 1119®, "Providing for the Screening of the Ready
Reserve of the Armed Forces," 29 Dee 64 (NOTAL)

(d) Federal Emergency Management Agency Regul ations, "Peacetine
Screening," Chapter 1 (44 Code of Federal Regul ations 333) (MNOTALI))

(e) Federal Preparedness Circular 9, "Federal Enployees Wio are Menbers
of the Mlitary Ready Reserve," 27 Mar 79 (WOTALI))

(f) Federal Personnel Manual Chapter 910, "Mbilization Readi ness”
(Available in civilian personnel offices)

(g) Executive Order 11490, "Assigning Emergency. Prepamsiesss Functions to
Federal Departnments and Agencies," 28 Oct 69 (WOTAD)

(h) Executive Order 10480, "Assigning Emergency Preparedness Functions
to the Defense Mbilization Program" 14 Aug 53 (INOTAI))

PUREDEE. This Instruction establishes procedures for the annual
screeni ng of Coast Quard civilian enpl oyees who are nmenbers of the
Ready Reserve conponents of the Armed Forces and for reporting the
results of this screening process.

DEFINITIONS. For the purposes of this Instruction, the follow ng
deffiimit boas" sy :

.

b.

KeyApediivibhan position which is essential to the Coast
Gurdd3 nobilization effort, or to the continuity of operations or

| eadership of the Coast Guard; requires a mnimm of 90 days of

special i zed training or experience; and for which there is a shortage of
qualified personnel. Vacating the position during a national energency

or nobilization would seriously inpair the ability of the Coast Guard to
function effectively.

B8y Empllawese. Any Federal enployee occupying a key position.
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COMDTI NST 12910..1

2.

C.

f.

B8dr Rmenree. Reservists who are liable for imediate involuntary
recall to active duty either by the President (with or without

decl aration of a state of national emergency) or by the President and
Congress (if Congress declares a state of war or national enmergency as
outlined in reference (b)).. The Ready Reserve consists of the Selected
Reserve, the Individual Ready Reserve WIRAJ} and the Inactive National
Guar d.

AN eReseeve. v i s t s, other than those in the Ready or Retired
Reserves, Wwho will be mobilized if it is determined that there is a |ack
of qualified reservists to nmeet requirenents. (See reference (b).)

& ired Reserve Retired nmenbers of the Armed Forces Reserve Conponents
who are liable for recall to active duty.

Bej—_j._r_e_d_Regn_Llan; Retired menbers of the Armed Forces Regul ar Conponents
who are liable for recall to active duty.

BACKGROUND.

a.

Ref erences (a-f) require Federal agencies to conduct an annual survey
of enployees in the Ready Reserve, and to identify key positions and
key enployees under criteria established for the screening. After a
nobilization is ordered, no deferment, delay, or exenption from
nobilization will be granted to Ready Reservists because of their
civilian enployment. Accordingly, agencies nust devel op appropriate
plans to provide for the continuation of essential operations in the
event of nobilization of the Ready Reserve.

The Coast Guard is required to report to the appropriate nmlitary
service the nane of any Ready Reservist who occupies a key position

and is identified as a key enpl oyee. To avoid conflicting nobilization
assignments, the mlitary service concerned w |l determ ne whether the
enpl oyee will be renmoved from the Ready Reserve or transferred from the
Ready Reserve to the Standby Reserve. The decision of the mlitary
service is ordinarily final. (For exception, see paragraph 7-&))

PDIXCW. It is the policy of the Coast Quard to:

a.

Annual Iy screen civilian enployees to ascertain if they are nmenbers of
the Ready Reserve, identify key enployees and key positions, and

devel op appropriate plans to ensure continuation of essential operations
in the event of nobilization; and

Ensure that nenbers of the Ready Reserve do not occupy key civilian
positions on a permanent basis.
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(1) Upon a schedule to be determined by Commandant (G PC), district
commanders, commanders of maintenance and | ogistics comands,
unit commandi ng officers, and chiefs of offices and special staff
divisions in Headquarters shall annually survey all civilian
positions to identify, using nomination procedures addressed in
par agraph 5.b.r, those positions that are or should be designated as
"key, % consistent with the definition provided in paragraph 2.a

(2) In determining whether or not a position should be designated as
"Key, " the followi ng questions should be considered

(a) Can the position be filled in a reasonable tinme after
nobi | i zati on?

(b) Does the position require technical or nanagerial skills
that are possessed uniquely by the incunbent?

(¢) Is the position associated directly with defense nobilization?

(d) Does the position include a nobilization or relocation
assignnent in an agency having energency functions as
desi gnated under reference (g)?

(e) Is the position directly associated with industrial or
manpower nobilization as designated under reference (h)?

(f) Are there other factors related to national defense, health
or safety that would make the incunbent unavailable for
nobi | i zati on?

(3) It is inmportant to note that "“key"™ positions need not necessarily
be high-graded. As the work force becones increasingly
technol ogically sophisticated, it will be nore difficult to
effectively refill, during a nobilization, those positions which
require incunbents with highly technical skills. Miny key positions
may, therefore, be occupied by technicians and specialists

Repd £ Dom Kb Pk 5 Requests to identify positions as key
are to be submitted to Commandant (G REP) by: (1) district commanders
and commanders of maintenance and |ogistics comands, via their
respective area commanders; (2) unit commanding officers, via the chain
of command; and (3) chiefs of offices and special staff divisions in
Headquarters. Requests nmay be submtted at any tinme, or as part of the
process addressed in paragraph 5.e. Commandant (G REP) will coordinate
subm ssions for review by affected Headquarters program managers and
make final determinations of (i.e., approve) key positions. Those cases
on which agreenent cannot be reached shall be referred to

Commandant (G CCS) for resolution. Comuandant (G REP) will then submit
all final determinations to the servicing civilian personnel office fok.
processing and entry into the Gvilian Personnel Managenent |nformation
System (CIVPM S) .
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1

iy ) 11 Rey Poslitfipn® Each year the Coast
Guard is prow ded a list from the Defense Manpower Data Center of

those Coast Guard civilian enpl oyees who are nmenbers of the Ready
Reserve and therefore have a mlitary nobilization obligation.
Commandant (G- PC) will distribute such listings to civilian personnel
offices for use in conjunction with appropriate information from the
CIVPM S as the basis for surveying and identifying Ready Reservists who
occupy key positions. CGivilian personnel offices shall review such
lists, in consonance with specific instructions received at the time of
the survey, to identify all affected enployees, including those
addressed in paragraph 5.d. To ensure a conprehensive identification
process, civilian personnel offices will query each new enpl oyee at the
time of accession to determine the individual's reserve status, and will
advi se the enpl oyee regarding the screening process and any potenti al
per sonal i npact.

pgrpl 1t N 5 The annual screening required in
par agraph 5 c. shal [ ncI ude procedures to identify individuals in any
of the follow ng categories:

(1) Mobilization Assianees. Civilian enployees who are Ready
Reservists nmay not hold a nobilization assignment to the sane

position they hold as civilian enployees. These individuals
shal |l be reassigned or transferred from the nobilization assignment,
as appropriate.

(2) Im,lgx:lﬂi:ij.mﬁ- Ready Reservists who are preparing for the

mnistry in an accredited theological or divinity school (other
than those participating in a mlitary Chaplain Candidate or

Theol ogi cal Student Program cannot be involuntarily called to
active duty per reference (b). Accordingly, such Ready Reservists
shall be transferred to the Standby Reserve (active status) for the
duration of their studies. Ready Reservists participating in a
mlitary Chaplain Candidate or Theol ogi cal Student Program may
continue their Ready Reserve affiliation and engage in active or

i nactive duty training.

1

(3) Fe2kth e Hrofleadionsls Ready Reservists may not be transferred
from the Ready Reserve solely because they are students, interns,

residents, or fellows in the health care professions. Upon
nobilization, they shall either be deferred or nobilized in a
student, intern, resident, or fellow status until qualified in the
appropriate mlitary specialty.

6. QOCUMENTATIICON .
a. Hev Posilttiong.

(1) Poslitlion Descumiwtioms \Wen a position has been approved as "key,™
the position description will be nodified to include the statenent:



COVDTI NST 12910. 1

a. (1) (eont'd)):: "This position is designated as a key position. I'n the
event of a crisis situation, war, or nobilization, the incunmbent
must continue to performthe duties to support mssion requirements.
The position may not be filled on a pernanent basis by a nmenber of
t he Ready Reserve. If filled by a nenber of the Ready Reserve,
appropriate action nust be undertaken to change the incunbent's
reserve status to a status other than that of Ready Reserve."

(2) COIVPMIS. Al key positions will be docunented as such in CIVPMS by
entering the value %¥? in the data elenment RSRV KEY within the
position (PCS) file.

(3) PReysypped Al|owance Amandfent sonne YHAMCRE: .
. Al key positions will be docunented as such in PAA's and
the PAL by Conmmandant (G CPA-2).

(4) XZaAney-AnnoueEcENENES If a key position is recruited under the
Coast Guard Merit Pronotion PBinh, the vacancy announcenent wil|

contain the follow ng statenent:

"Thils position has been designated as a key position. If
selected for the position, the incunmbent will be screened for
Ready Reserve status and appropriate action will be taken to
renove the incunbent from the Ready Reserves, if a memiserll

b. Exploee= Reserve Status. Any enployee identified as a reservist wll
be docunented in CIVPMS by the responsible CVPM S nanager. There

are three data elenents of concern:

(1) RSRV CAT - This data elenment represents the type of reserve
category that applies to the enpl oyee. The val ues are:

-Reservists who are exenpt from call-up.

- Into key position.

-Qut of key position.

Ready Reserve.

St andby Reserve.

Retired Reserve.

Retired Regul ar.

-Di sabl ed veterans or veterans age 60 and above.

E
|

0
R
S
X
Y
Z

(2) RSRV COWP - The enployee's reserve mlitary conponent. The
val ues are:

A- U S Any Reserve

F-U S Ar Force Reserve

G - Arny National Guard

K - Air National Cuard

M- U S Mrine Corps Reserve
MN- U S Navy Reserve

P - U S Coast Guard Reserve

(3) RSRV DATE - The date that the enployee noved into or out of a
key position, in year-nonth-day (YYMVDD) order.

5
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servicing civilian

personnel offlce processes an action assigning a civilian to a key

position, the civilian personnel officer nust ascertain the

i ncumbent % reserve status, and, if necessary, initiate one of the
actions described below, to resolve any conflict between reserve status
and assignment to the position in question:

a.

Tr ansf € : 3 S ALEE Upon determ nation
that a key errpl oyee is a Ready ReserV| st the civilian personnel

office should pronptly report that determination to the cognizant
mlitary reserve personnel center (see enclosure (1)), requesting that
the enpl oyee be renmoved from the Ready Reserve. The letter fornmat shown
in enclosure (2) should be used for making such requests. The
responsible nilitary reserve personnel center will determ ne whether

the enployee will be transferred to the Standby or Retired Reserve,

di scharged or retained in the Ready Reserve, and will notify the
civilian personnel office of its decision. Ready Reservists are

usually transferred to the Standby Reserve for the duration of their
assignnent to a key position. As nenbers of the Standby Reserve,

such individuals nay not be paid for their voluntary participation in
weekend drills or annual training periods. They can, however, earn
reserve retirement credit for participation in such training

activities.

: : e & 2y When menbers of
the St andby Reserve and certaln retlred mlitary menbers are

desi gnated key enployees, a reserve notification letter

(enclosure (2)) should be submitted to the appropriate mlitary
reserve personnel center (enclosure (1)). Such individuals, when
identified as key enployees, will not ordinarily be issued a nmlitary
nobi | i zati on assignment, thus precluding the possibility of being
called to active nmlitary service during a national energency.

; e = Normal |y, wupon notification, mlitary
reserve personnel centers will renove key enployees fromtheir
mlitary nobilization obligation. However, there nmay be instances
when the key enployee is retained in a nobilization obligation

status. Wien this occurs, the position nust again be reviewed by
Commandant (G REP) and a new determination nade of the essentiality of
its designation as "“key.™ Wth respect to positions occupied by Coast
Quard reservists, Conmmandant (GR) will have total authority for
making a final determ nation regarding key positions and retention of
Coast Cuard reservists in such positions. Wth respect to positions
occupied by reservists fromother mlitary services, however, if the
review confirnms that the position should be designated as key,
Commandant (G REP) will coordinate with the requesting office the
preparation and forwarding to the applicable mlitary reserve personnel
center, supportable justification for renoving the enployee from the

mlitary nobilization obligation. (This ampunts to an appeal of the
reserve center's determnation.) In the event the nmlitary reserve
personnel center still determ nes that the key enployee will be 'retained

in the. Ready Reserve, Commandant (G REP) will decide whether to further
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c. (eont''@) appeal the decision to the Federal Energency Managenent Agency
(FEMA). In accordance with reference (d), FEMA has the authority to
adj udi cate, before nobilization, conflicts between the nobilization
needs of the civilian and mlitary sectors that the reserve screening
process has identified but has not resolved. In the event
Commandant (G REP) decides not to appeal the decision, or if FEMA
confirnms the decision of the responsible nilitary reserve personnel
center, the servicing civilian personnel office will take action to
remove the enployee fromthe key position.

_ BR ING GREOUIRBEIMENTIS. All Coast Cuard civilian personnel offices will
conplete and forward to Commandant (G PC) an annual Federal Enpl oynent
Screening Questionnaire for Departments and Agencies Enploying Reservists
and Mlitary Retirees, RCN-12910-1. A sanple report is provided in

encl osure (3). Commandant (G PC) will consolidate reports to provide a
singl e Coast Cuard-w de report for submission to the Department of Defense.

RESPONSIBILITIES.
a. Conmaddat (G PC) is responsible for:

(1) Devel oping and inplenenting policy on the screening of civilian
enpl oyees.

(2) Consolidating annual screening reports subnmitted by servicing
civilian personnel offices into a single Coast Cuard report for
forwarding to the Department of Defense.

(3)Performng audits on key position and reserve docunmentation
maintained in CIVPMS, in Coast Guard merit pronotion
announcenents, and in position descriptions.

are responsi ble for:

(1) Participating in surveys to identify Ready Reservists who occupy key
posi tions.

(2) Properly docunenting position descriptions and vacancy announcenents
in accordance with this Instruction.

(3) Determning, upon accession, the reserve status of each new civilian
enpl oyee.

(4) Advising and notifying affected Coast Guard civilian enployees of
annual Ready Reserve screening requirements.

(5) Submitting reports required by this Instruction in a tinmely nanner
to Commandant (G PC).

(6) Taking appropriate action, in accordance with this Instruction,
when a key enployee is found to be a menber of the Ready Reserve.

(7) Maintaining accurate and current data on key positions and
reservists in ClVPMS.
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9. Cc

s_taﬁf__dmamns_;n_ngadmma are responsi bI e for:
(1)

(2)

Revi ewi ng, on at least an annual basis, positions under their
purview to identify those which may be MkeyW

Ensuring the continuation of the performance of the duties
associated with identified key positions.

d. Cotmmndamt (GSRM is responsible for:

e.

(1

(3)

(4)

(5)

(6)

Reviewi ng and coordinating reconmendat |ons that certain Coast Quard
civil ian positions be designated "key (Commandant (G-REP1))

Referring to Commandant (G CCS) for final resolution any key
position nominations for which agreenent cannot otherw se be
reached. (Comandant (G REP))

Reviewing notification letters (Commandant (G RSM) on key civilian
enpl oyees who are also Coast Guard Ready Reservists, and taking
action (Commandant (G-RSM) to remove or retain such individuals in
the Ready Reserves.

Notifying the servicing civilian personnel offices of action taken
to either renove or retain a Coast Guard civilian enployee in the
Coast CGuard Ready Reserve. (Commandant (G RSM)

Appealing, either to the responsible nilitary reserve personnel
center, or to FEMA, an initial decision to retain a Department of
Defense (DoD) reservist in a position designated by Coast Cuard as
"key. " (Commandant (G REP))

Notifying the servicing civilian personnel office of the final
out cone regarding appeals made to a DOD military reserve personnel
center or to FEMNA (Comandant (G REP))

Sopgmmnaddnt (G CPA) is responsible for docunenting key position
desi gnati ons on PAA's and on the PAL.

Coomaadatit (&CC3H) is responsible for making final determ nations

regardi ng candi date Pkeg¥ positions in the absence of agreenent at |ower
| evel s.

are responsi ble for:

(1) Notifying their servicing civilian personnel office of their reserve

2)

st at us.

Notifying the affected nmilitary reserve personnel center of any
change of address, narital status, nunber of dependents, or civilian
enpl oynent and any other change that would prevent the nenber from
neeting mobilization standards prescribed by the military service in
accordance with reference (b).
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10. ACTIONN Area and®district conmanders, commanders of mai ntenance and
logistics commands, unit commanding officers, and chiefs of offices and
special staff divisions in Heafsattesrs shal | ensure thatthe provi si ons of

this Instructiom are fol | owned.

G. Os PASSMORE
Chief, Office of Pensonnel
and Training

Encl: (1) Mlitary Reserve Personnel Centers
(2) Format to Use in Requesting Change in Reserve Status
(3) Sanple Annual Report on Screening the Ready Reserve



Encl osure

(1) to COVDTINST 12910.1

LI ST OF PERSONNEL CENTERS TO WHI CH SCREENI NG DETERM NATI ONS

SHALL BE FORWARDED

Armv apd Arme Nt gyell €aed

Headquarters
Department of the Arny
ATTN. DAPE- PSM

Washi ngton, DC 20310

avv
Oficers:
Commander
Naval Mlitary Personnel Center
ATTN. NMPC-911
Washi ngton, DC 20370
Enl i st ed:
Comandi ng O ficer
Naval Reserve Personnel Center
New Ol eans, LA 70149
Cor ps
Conmmandant (Code RES)
Headquarters, U. S. Marine Corps
Washi ngton, DC 20380
Air Force
Commander (ZRPC/DB)
Air Reserve Personnel Center
7300 East First Avenue
Denver, CO 80280
Alr Nati e I

Subnit requests to the adjutant general of the appropriate state,

commonweal th, or territory (including the District

coast Guard

Commandant (G RSM
U S. Coast Guard
Washington, DC 20593-0001

of Col unbi a).



Encl osure (2) to COVDTINST 12910.1

LETTER FORMAT TO COGNXZAWE M LI TARY PERSONNEL CENTER
ADVIRING OF KEY EMPLOYEE DETERM NATI ON

From (Sexwicing Ci vilian Persomnell Of fice)
To: (Cogn$eamt M |itary Perisonnel Center)

Subj: KEY EMPLQYEE DESI GNATI ON

1. Thisis to certify that the enployee naned in paragraph 3 below is vital to
the nation's defense effort in (his/her) civilian job and cannot be nobilized
with the mlitary services in an enmergency for the follow ng reasons:

2. If a memiex of the Ready Reserws, use this wording:

Therefore, | request this enployee be removed from the Ready Reserve (or not be
i ssued a nobilization assignment), and that you advise me accordingly when the
requested action has been conpl et ed.

| f anmefiber of the Standby ReSerme or retidimednmlitary, use this
wor di ng:

Therefore, | reaussst this enployee, who is a nember of (the Standby Reserve,
the pétirad MLLivawy) not be i ssued a nobilization assignment, and that you
advi se me accordingly when the requested action has been conpl et ed.

3. The enpl oyee is:

Nanme of enployee (Last, first, niddle initial)

Mlitary grade and conponent

Social security nunber

Current hone address (street, city, state, and ZI P code)
Milliitamy unit to which assigned (if a Ready Reservist)
Tit1& of enployee's civilian position

G ade or salary level of civilian position

Date hired or assigned to position

SI GNATURE AND TI TLE OF RESPONSI BLE OFFI Cl AL



Encl osure (3) to COMDTINST 12910.1

FEDXRAL BMERIGYWENT SCREENI NG QUESTI ONNAI RE FOR
DEFARTMENTS AND AGENCI ES EMPLOYI NG RESERVI STS

AND M LI TARY RETI REES

RCN-12910- |

Pl ease complete the blanks bel ow and return by (date) to Commandant (G PC).

From (Servicing Civilian Personnel O fice)

1. This is a report for the (name of conmmand).

2. Nunmber of enployees who have a military nobilization obligation in the
foll owi ng categories:

a. Ready Reservi sts:
( DRI LLI NG+l RR+TECH)

b. Standby Reservists:
c. Mlitary Retirees:

3. Number of employees officially determined to be vital to the defense of the
nat ion because they are occupying key positions, and for whom Coast Guard has
tecommended to their military conponent that:

a. They be renoved from the Ready Reserve:

b. As Standby Reservists, they not be issued nobilization
assi gnnents:

c. As retired nilitary nmenbers, they not be issued nobilization
assignments:



